OMB No. 3245-0076
Exp. Date: 03/31/2002

" NOTICE TO NEW SBA BORROWERS

This notice infornms recipients of SBA financing of the
m ni mum actions required to show evidence that they are conplying
with the requirenments of Parts 112, 113 and 117 of SBA Rul es and
Regul ati ons. Actual conpliance with nondiscrimnatory regul ations
can be determ ned only after a review and exan nation of al
facts, practices and records relating to the operation of the
busi ness. During the life of the |oan, especially, if a conplaint
of discrimnation is |odged agai nst the business, a conpliance
review may be conducted. The records described below will be
revi ewed during such conpliance review.

General ly, subsections 112.9, 113.5 and 117.9 of SBA's
nondi scrim nation regulations require all SBA recipients of
financi al assistance to keep records which would enable SBA to
ascertain whether the recipient has conplied or is conmplying with
SBA's regul ations for the length of the | oan. Specifically,
recipients are required to retain for two years all applications
and enpl oynment records, current payroll records, and other records
usual ly kept for the prudent conduct of business. Ot her records
(e.g., adm ssion forms, etc.) which show the extent to which
menbers of mnority groups are beneficiaries of the recipient's
servi ces, where applicable, should al so be avail able for
exam nation during the conpliance review.

At the time of the initial conpliance inquiry, SBA w |l
require that mni mum i npl enmentati on of the enpl oyer's equal
opportunity program specifically include the follow ng actions.

NOTE: V\here appropriate nodels of the required actions
are provided, they may be used as witten, or they
may be anmended to neet the needs of the particular
borrowers, provided the essential aimof the nodel
I's not |ost.

1. Preparation and di ssenm nation to all enployees and applicants
for employnment of a witten statenment outlining the
enpl oyer's policy of extending equal opportunity to al
persons without regard to race, color, religion, sex, marital
status, age, handicap, or national origin in such matters as
custoner service, recruitnent, pronotions and advancenents,
training prograns, wages and sal aries, work schedul es,
transfers, layoffs, denotions, seniority rights, fringe

benefits and utilization of restroons, |unch roons, drinking
fountains, recreation and parking area. (See pages 3
and 40.)
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2. Speci fic designation of responsible officials to coordinate
and i nplement the equal enploynent opportunity program

3. Devel opnment of procedures for the dissem nation and feedback
of equal opportunity information to supervisory personnel
and their subordinates, i.e.

a. Forward to all supervisory personnel (initialed
signature) witten notice that enployee neetings wll
be held during which managenent's equal opportunity
policy and programw || be discussed.

b. Request that each supervisor advise managenent of the
date such neetings were held and how t he equal
opportunity subject matter was interpreted to al
enpl oyees in attendance at such neeti ngs.

4. Where applicable, notifications to unions in witing of your
equal opportunity policy; seek incorporation of such
policies in union agreenents. (See page 5) Request written
acknow edgenent of receipt of your notice to the unions.

5. Posting of SBA posters in conspicuous places, visible to the
public, enployees and applicants for enploynment, indicating
t hat your conpany is an equal opportunity firm

6. Uilize "An Equal Opportunity Enployer" in all hel p-wanted
advertisements and j ob orders.

In addition to the m ninmum acti ons, SBA policy requires that
all borrowers and subrecipients of SBA financing take necessary
steps to assure the public, and enpl oyees or applicants for
enpl oynment, and equal opportunity. Wth due regard for the size
of your business, select the appropriate itenms fromthe encl osed
checklist (page 7 and 8) which provides the varied conponents of
a necessary action. The |arger your business, particularly in
ternms of nunmber of enployees, the greater the opportunity to
enpl oy a wi der range of checklist items. Continue to keep these
measures alive by setting up appropriated foll owup procedures.
Your program should be planned to achieve continual mnority
group, female, and qualified handi capped i nprovenment and
inclusion in apprentice and training progranms, entry-level, white
col |l ar and supervi sory occupati ons.

Shoul d you have any further questions, desire additional
i nformati on or assistance in connection with the devel opnent and
i npl enentati on of your equal opportunity policies as required by
our regul ations, please contact the Area Civil Rights Director
responsi bl e for your geographic area through the office by which
your | oan was approved.
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MODEL POLI CY STATEMENT

TO Depart nent Managers
Supervi sory Personne
Enpl oyees
Applicants for Enpl oynment
SUBJECT: Equal Enpl oynment Opportunity
OBJECTI VE: To obtain qualified enployees consi stent

Wi th position requirements; to seek,

enpl oy, pronote, and treat all enpl oyees
and applicants for enploynment w thout

di scrim nation as to race, color,
religion, sex, age, marital status,

handi cap, or national origin.

It is the policy of the Conpany/
Corporation to give equal opportunity to all qualified persons
wi t hout regard to race, color, religion, sex marital status,
age, handi cap, or national origin.

Al l enmpl oynent practices are to provide that all individuals
be recruited, hired, assigned, advanced, conpensated and retai ned
on the basis of their qualifications, and treated equally in
these and all other respects without regard to race, color,
religion, age, sex, marital status, handicap, or national origin.

It shall be considered the responsibility of every
supervi sory enployee to further the inplenentation of this policy
and ensure conformance by their subordinates.

Supervi sory personnel as well as those responsible for
hiring new enpl oyees nust take all necessary action in the
elimnation of possible discrimnation towards enpl oyees and
applicants for enploynent with Conpany/
Corporation in all categories and | evels of enploynent and
enpl oyee rel ati ons.

Responsibility for seeing that this policy is continuously

foll owed has been assigned to The
desi gnated official)

designated official shall work with each departnent nmanager and

pl ant supervisor in furthering its inmplenentati on and nonitoring

t he progress bei ng nade.

Si ghature
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MODEL POLI CY STATEMENT

(For School s, Nursing Hones, and ot her
simlar service-oriented businesses)

TO Depart ment Managers
Supervi sory Personne
Enpl oyees, Applicants for Enpl oynent
Reci pi ents of Services

SUBJECT: Equal Opportunity

OBJECTI VE: To obtain qualified enployees consistent with
position requirenments, and to ensure that all
enpl oyees, applicants and clients be treated
wi t hout discrimnation as to race, col or,
religion, sex, marital status, handicap, age,
or national origin.

It is the policy of

to give equal enploynent opportunity to all qualified persons,
and to provide that all individuals be recruited, hired,

assi gned, advanced, conpensated and retained on the basis of
their qualifications, and treated equally in these and all other
respects without regard to race, color, religion, sex, marita
status, age, handicap, or national origin.

Al'l selection procedures, adm ssions, assignments, or any
other facility shall be available to all qualified persons who
seek such services w thout respect to race, color, religion, sex,
mari tal status, handi cap, age or national origin.

Supervi sory personnel and other personnel responsible for
hiring and carrying out other selection policies nust take all
necessary action in the elimnation of possible discrimnation
t owar ds enpl oyees, applicants for enploynent, and clients of

Responsibility for seeing that this policy is continuously
foll owed has been assigned to . The
desi gnated official shall work with each departnent nmanager and
ot her selecting official in furthering its inplenmentation and
noni toring the progress being made.

Si gnat ure
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MODEL REAFFI RMATI ON OF POLI CY STATEMENT

TO Al | Conpany/ Cor por ati on
Enpl oyees
SUBJECT: Equal Enpl oynment Opportunity

Periodically it becomes desirable and necessary to restate
t he Conpany' s/ Corporation's policy on matters of significance to
enpl oyees. One policy which it is tinmely to reenphasize is that
of equal opportunity.

It is the policy of to provide
equal ity of opportunity for any enpl oyee or applicant for
enpl oynment, irrespective of race, color, religion, sex, age,

marital status or national origin. Equality of opportunity in
enpl oynment shall also be extended to those qualified individuals
w t h handi caps who apply for or are enployed by this conpany.

| am sure that you are all aware of this policy which has been
gi ven added enphasis by legislation enacted by the Federal
Governnent to insure conpliance with this principle throughout
the country.

The (Conpany/ Corporate) policy, which managenent is pl edged
to support, thus inplenments the enacted | egislation to assure al
enpl oyees of equal treatnent. Through a positive expression of
adherence to the principle of equal opportunity, we can ourselves
achi eve success for both the Conpany and its enpl oyees.

Responsibility for the inmplenentation of this policy has
been assigned to

(Typed Nane)

(Si gnature)
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MODEL LABOR ORGANI ZATI ON CONTRACT CLAUSE

During the performance of this contract, both parties agree
that they will not discrimnate against any qualified applicant
for enploynment, apprentice trainee, or enployee because of race,
color, religion, sex, marital status, age, handi cap, or national
origin. Both parties to this agreenent will take all necessary
action to insure that qualified applicants, apprentice trainees,
and enpl oyees are enployed and that they are treated during
enpl oynment wi thout regard to their race, color, religion, sex,
age, marital status, handi cap, or national origin. Such action
shall include, but not be limted to the follow ng: Enploynent,
upgradi ng, denotion or training; recruitment or recruitnent
advertisenment; and selection for training including
apprenticeship. The enpl oyer agrees to post in conspicuous
pl aces, avail able to enpl oyees and applicants for enpl oynent,

i ncludi ng applicants for apprentice training, notices setting
forth the provisions of this nondiscrimnation clause.*

Both parties to this agreenment will select apprentices from
anong qual ified applicants on the basis of qualifications alone
and wi thout regard to race, color, religion, age, sex, marita
status, handicap, or national origin, or occupationally
irrel evant physical requirenments in accordance with objective
standards which permt review, after full and fair opportunity
for application; and this program shall be operated on a
conpl etely nondi scrim natory basis.

In order to insure full and continuous enploynent for al
enpl oyees, and to establish equal opportunity in all phases of
the work situation, both parties to this agreenment will abide by
the requirenments of the equal enploynent opportunity affirmative
action regulations of the city, state or Federal governnent
agency which the enployer is subject to with a city, a state, or
a Federal governnment agency, and under which he/she had prom sed
performance.

*The condition may be met by posting SBA Form 722, " Equal Opportunity Poster."
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10.

11.

12.

EQUAL OPPORTUNI TY PROGRAM
CHECKLI ST

Al t hough work areas, cafeterias, washroons and | ocker areas
are not segregated, is there segregation which exists bx
tradition and practice? |If so, what action is in order?”

Do "black islands,” "brown areas," female-only or

i ndi viduals with handicap(s? only departnment/sections exist-
that is mnority, individuals with handicap(s), or female
groups to one side of or grouped within the majority group
of enpl oyees?

Do Kou mai ntain regular contacts with |ocal groups concerned
with racial problens?

Are you a nenber, or do you have a personal representative
on | ocal community biracial or wonmen's conmttees?

When you advertise job openings, do you utilize mnority
group newspapers?

Are you utilizing the follow ng suggested organi zati ons as
recruitment sources for obtalnlng_quallfled mnority,
femal e, and individuals with handi cap(s) applicants: e.g.,

a. Urban League

b.  NAACP

C. LULAC

d. | MAGE

e. Operati on SER

f. NOW . .

g. Local mnority group clergrnen _

h. United States or State Enployment Service
i

State and Local racially oriented service

. or gani zati ons _

J- CXgan!zatlons_concerned with the enpl oyment of
i ndi vidual s with handi cap(s).

Are you recruiting applicants at high schools with
predom nantly mnority group enroll nments?

Are you scrutinizing the qualifications of mnorit
and qualified individuals with handi cap(s) to insu
their talent is being utilized effectively?

Do you regularly rem nd your supervisors of their individua
responsibilities in inplenenting the conmpany's equal
opportunity progranf

Have you critically exam ned | ocal enploynent procedures to

i nsure unbi ased consideration of mpjority, mnority, fenale
and qualified, individuals w th handi caps.

Are your facilities assessible to and usabl e by
i ndi vidual s wi th handi caps?

mal e,

fe
¥ t hat

e

Have you considered job tailoring in order to afford an
ot herwi se qualified individual with a handicap an
opportunity to work for your organization?
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CHECKLI ST (conti nued)

13. Are selection procedures for pronotion devised to assure
consideration of majority, mnority, and femal e enpl oyees,
and qualified individuals w th handicap(s)?

14. Do on-the-job training programs include majority, mnority
and femal e enpl oyees, and qualified individuals with
handi cap(s) ?

15. Does your facility cooperate with the support comrunity
vocational training prograns?

16. Do you have a training programon the prenises to inprove
the skills of mpjority, mnority, and femal e enpl oyees, and
qualified individual s w th handi cap(s).

17. Does your survey of enployees with high potential in
qualified |nd|V|duaI(g? w t h handi caps, mnority and
enpl oyees?

18. Do you have witten evidence of your request for applicants
frommnority, and femal e organi zati ons, and organi zations
desi gnated for individuals wth handicap(s)?

19. Do you maintain a record of your contacts mﬂth_ninoritx, and
wonen's organi zations, and organi zations catering to the
concerns of individuals wth handi cap(s)?

20. Does your "house organ" publicity covering business and
soci al events of general interest, regularly include
Eart!0|pants who are mnority, femal e and individuals with

andi cap(s) ?

21. Do you post announcenments of new job openings,
the fact that such positions are available to al
per sonnel ?

22. Do you have written job descriptions for different job
classifications?

ude

cl
femal e

ndi cati ng
| qualified

23. Does your pay scale apply equally to all new hires having
i ke qualifications, regardless of race, color, religion,
sex, marital status, age, handi cap, or national origin?

24. Have all contractors and subcontractors been advised in
writing of the conpany's equal opportunity policy?

25. Have all enployees dealing with the public been advised of
your policy to provide service without regard to race,
color, religion, sex, marital status, handicap, age, or
national ori1gin?

PLEASE NOTE: The estimated burden for completing this form is 10 minutes per response. You will not be required

to respond to this information collection if a valid OMB approval number is not displayed. If you have questions or comments
concerning this estimate or other aspects of this information collection, please contact the US Small Business Administration,
Chief, Administrative Information Branch, Washington D.C. 20416 and/or Office of Management and Budget, Clearance Officer,
Paperwork Reduction Project (3245-0076), Washington, D.C. 20503
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